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1. Introduction

1.1. Purpose of this Document

TXDOTCONNEGTs an i nformation technology solution to ¢
up to 40 Engineering Operations systems. It will impact many stakeholders, both internal and external to the
agency. This includes individuals who use currengstems to input data regarding TxDOT projects, as well as
those individuals that rely on that information for decisiemaking purposes.

This document is your guide to navigatinpxkDOTCONNEGNhd performing tasks according to your security roles.
The scopeof this document is limited to functionality delivered in Release 1.

1.2. Reference GuideKey

This reference guide uses symbols and color to emphasize certain points. These are described below.

@ Tips 1. OrderedLists
This symbol identifies tips and benefits. Processes are presented with blue numbers.
@ Important B Unordered Lists
This symbol indicates you should read carefully. Lists are presented with blue bullets.
* Red Stars Bold Text
Required fields are identified with a red staf*). These | Where possible, buttons and fields are identified with
fields must be completed in a new project beforeyou |[i mages of the button or
can save a project. identified with bold text.

1.3. Feature Key
TxDOTCONNECT coimsm several types of buttons and fields. These are described below.

Feature Example Description

) . An interactive part of the screen that provides
Button ( close ) quick and basic functions. It is usually labeled
with its purpose.

A button thatallows you to select one or more

Add from List =2 options from a PopUp Window.
Check Box 4 A small box th_at, when selected, enables or
selects acertain feature.
Date Picker R - A button that allows you to select any date

from any year.

A fieldthat allows you to select from
DropDown Menu predefined values. You may also begin typing
to skip to a specific value.




Expand/Collapse

oe

A button that, when clicked, expand® or
collapses® a section of a page.

An interactive part of the screen where you

Field may type any value Remember to follow the
guidelines for your business area.
| =k An image, usually a clickable button, that
con o )
y 4 represents a specific entity.

Left Navigation Menu

A menu that appears to the left of all project
pages. Click an option talisplay that page.
The menu also expands to show all available
sections on the selected page.

A small screen that displays information
relevant to an area being edited or viewed.

PopUp Window The popup window remains on the screen unt
an action hasbeen completed.
_— The full screen of detailed information
Page = displayed after a project or page option has

been selected. These are often divided into
multiple selections.

Radio Button

A small, interactive button that allows you to
select from oneof a few options.

Section

A part of a page that contains information
specific to a certain topic or area. These are
clearly titled, with the ability to expand or
collapse.




2. Login Screen

The login screen is the first screen that appears whertcessing the TXDOTCONNECT web address.

2.1. Signin

Internal users can sign in with
their TXDOT credentials.

1. Navigate to TXDOTCONNE( . TxDOTCONNECT
in your internet browser. 3 =

2. Enter your TxDOUser
Namein the Username
field.

3. Enter your TxDOPassword
in the Passwordield.

4. Click GEEINED

TXDOTCONNECT works besGioogle Chromefor most purposes but will also function in Internet Explore
11 and FireFox.

2.2. ForgottenPasswords

If you have issues logging in to TXDOTCONNECT, cotddOTNOW (512) 30HELP (4357)for assistance or
open aTxDOTNow ticketusing thelink on the screen.

@ Requesting a password reset for the application resets the network password.

2.3. Idle SessionSecurity Timeout Session Expired »

For security purposesonce a session in
TxDOTCONNH is idle for 20 minutes,

. Your session has expired due to inactivity. You will need to login again
youwill be logged out.

You will see theSession Expired ( Loain )
N

message.

2.4. ExtendedSession Securityogout
For security purposes:

If a session in TXDOTCONNECT has lasted longer than four hours, TXDOTCONMNHETthe user out and require
the user to log back into TXDOTCONNECT, before continuing to.work



3. Home Page

The TXDOTCONNE#&®me Pagecontains the Top Menu Barand the Dashboard, which includesMy Tasksand

My Group List

3.1. Top Menu Bar

TheTop Menu Barappearsat the
top of every pageand includes
these features:

@ Click®@ on any page to return to
the Home Page

@ Click
or create a projet.

B Click EXEEEEE (0 review

Planning Targets

® ClickIEEZIM to perform a
ContractIinquiry.

@ Click EEZEE to navigate to the
Administrative functionality.

to search for

TRDOT FoBrELw

Project Search
CREATE PROJECT
Construction
MNon-Let
Alternative Delivery

Transfer

Feasibility Study

SelectProject Searchto search for a project.
SeeProject Search.

Users with certain security roles have the ability to create projects. Users
without these security roles will not see the options listed below.

SelectConstruction to create a new Construction project.
SelectNon-Let to create a new NoH_et project.

SelectAlternative Delivery to create a new Alternative Delivery project
SelectTransferto create a new Transfer project.

SelectFeasibility Study to create a new Feasibilitystudy project.

@ Your ability to create a project and the types of projects you can create depends on y@egurity Role.
You can check your security role in yollser Profile.

@ Project Manager - Initiate (District) can create all Project Types.

@ Division Project Managers can only create Nor_et projects, with some exceptions:

B Project Manager - Design can create Construction projects.

@ Corridor Planning Coordinator (TPPEan createFeasibility Study projects.
@ If you need to change your Security Rglcontact TXDOTNOW (512) 30HELP (4357)for assistance or

open aTxDOTNow ticket

Administrative >

Create Bid Items Request ~

SelectFormsSearchto search for aspecific formby Form Type and
Form ID.

Your abilityto perform aFormsSearchdepends on youiSecurity
Role. You can check your security role in yoUlser Profile.



3.2. My Tasks

My Taskscontains information if you are
assigned a taskin TXDOTCONNECTasks
include review and approval of decisions for
workflow items, such asResource Request.
You can review and respond to the request

My Tashs
Frejuc 0 Freiuct Hame ramm Tak Sotam e By Sreated an

ADDO0ST2 BR Maint | { TRIE OF SHAW P W Bupcrvisos
CAEEK |[3TR &1

within My Tasks.

My Geouz List

This section displays the following information:

Field

Description

Project ID

The projectidentifier for which the request was submitted.

Project Name

The project name for which the request was submitted.
Click the project name to navigate to the project.

Form ID

The unique form identifieffor the request.

Task

The name of the task (example: Resourcé&sROW) being requested.

Submitted By

The person who submitted the request.

Created On

The date the request was submitted.

Response Selection

® Approve
Return

Do Not Approve

Radio buttons where you select your response.

@ Approved the request will be approved and move forward in the workflow.

@ Return & the request will be returned to the submitter to make changes and
resubmit. Note: ResourceRequests do not include this option.

® Do Not Approved the request will be canceled and will not move forward in th
workflow.

* Comments

This field allows you to leave comments to clarify your response. This field is
required if you selectReturn or Do Not Approve

9 Add Resource

This button only appears on Resourdeequests. Click to open the Resource
Assignment window shown below.

@ Submit

Click @=** to submit your response and finalize the request.

10



3.3.  Resource Assignment

Click © rddresource on @ Resource Request to
open the Resource Assignment window.

1. Use the column headers to filter the list of
available resources.

2. Select a Resource.

3. Click® to save the resource and add
them to the resource request.

My Tasks

Name Division/Dist...

Marina Zabels...

3.4. My Group List

My Group List allows supervisors and
coordinators to assign tasks to individuals
within their workgroup. The individual to whom
the task is assigned will then see the task in
their My Tasks list.

@ If a workflow item is routed to a single
individual (for exkample the only utility
coordinator in a district), it will bypass
the My Group list and go directly to the
individual ds My Ta

This section displays the following information:

Fraject @

ADDO0ST2

BR Main | { TRIE OF SHA
CAEEK |[3TR &1

My Geouz List

ok Gubmimed By Craated

Aasgn Task

Field

Description

Project ID

The project identifier for whictihe request was submitted.

Project Name

The project name for which the request was submitted.
Click the project name to navigate to the project.

Task

The name of the task (example: Resourcé&sROW) being requested.

Submitted By

The person who submitted the request.

Created On

The date the request was submitted.

Assign Task

Click ES to select ateam member to assign the request.

11




3.5. TaskAssignment

ClickE= on atask in My Group Listo open the
TaskAssignmentwindow.

1. Use the column headers to filteor sortthe
list of available resources.

2. Select an individual to whom you wish to
assign the task

3. Click@ to complete the assignment

The task will disappear from the My Group List
section of the Dashboard, and the individual
you have chosen will now see the task in My
Tasks.

My Group List

Name

Chris Willcwghby

Tanya Williams Daley-C

Leels Kasaraneni-C
Rongki Babin-C
Brian Mackin-c

Prakash Shrestha-C

Gidean Kalyanapu02-C

Ajirbeya Chaavan-C

Ajirkya Chavan-C

i

Division/District

Email

Phone

12




4. Tools Menu
TheTools Menuappears in the upper right corner of every page in TXDOTCONNECT.

7 eEra @

The Tools Menwconsists of the following
features:

@ Click# to navigate to
www.txdot.gov

B Click® to accessHelp for any page
in TXDOTCONNECT.

® ClickB to access theReporting
feature.

® Click< to access theBulk Upload

page.

Clickea to access yourProfile page.

Click® to Log Outof

TXDOTCONNECT.

TxDOTCOMNECT

Dashboard

7 9L iAm

My Tasks

My Graup List

Project

Project Name Task

These and other buttons in TXDOTCONNECT hewel Tipsavailable. Hover over them if you need a

reminder of their function.

4.1. Help

TheHelp Pagedisplays information
about the sections and fields on the
current page.Click @ to open the Help
page.
@ Help opens ina separate
browser window, to prevent
replacing the p

@ Sections and fields are describec
in the order they appear on the
page in question, not in
alphabetical order.

Help: Project Details

Page Name: Project Del
escription: The page o

b emch propect crested in the TxDOTCONNECT application. The Frojsct 1D is st

bed by the apphcateon, when a project is successfully ssved for the first

4.2. Reporting

The Reporting Page allows you to acces
and export automated reports.

1. ClickB to open the Reporting Page.

2. Doubleclick the Rootfolder (if it is
not already open).

3. Doubleclick the Reportsfolder (ifit
is not already open) to display the
Report Categories.

4. Select the desiredReport Category
5. Select the desiredReport Name
TheReport Optionsvindow will open.

Reporting

Modfied Date

Vesteray

The Financial Management, Letting Management, and TPP
Reports are restricted byole.

13



http://www.txdot.gov/

6. Select one or multiple values for
each of the criteria.

¥ SelectA ¥ Deselect A B Invert

There are several buttons on th&eport
Optionswindow:

B Click ¥ Select Al 1o select all
values in the list.

® Click X Deselect All {g deselect
all values in the list.

Click B¥ Invert o select all values
exceptyour current selections.
Click the = symbol underneath
these buttons, then drag to resize
the list of criteria.

@ To select all but a few values,
click v select 21| then deselect
the ones you do

|- oK Reset Cancel I

[ CIick- to apply your criteria to
the current report without closing
Report Options

@ Click ™ to generate the report
based on your current criteria.

@ Click “*" toremove all criteria
selections.

@ Click “™' to cancel your report
selection.

Once you have made your sel&ons,

7. Click ™
Your report will display.

There are multiple criteriadepending on the Report type.
Make sure you complete all criteria with an asterisk (*).

* Digtrict

You can review all the criteria you have selected by clicking ¢
the Selectedtab in the Report Options window.

District

Available:

Ama

Atlanta
Austin
Beaumont
Brownwood
Bryan
Childress
Corpus Christ
Dallas

v Select A

* County

25

Available: 12

-

Reset

Cancel I

Selected: 1

Selected: 1




You have several options in the
Reporting Toolbar.

—
E. P ot =

Ak

LEGISLATVE AND COUNTY DETAIL REFORT

‘ . ; B= Back - 4 [100% - search report [+] 4 » Page
® click®B-lto export your report. We describe this @ Usel= * | o zoom in, zoom out, or select a
in more detail below. zoom level.
@ Click = » 2 toundo, redo, orundo all actions g ysel === = - <» o search for terms within
® click®lto open the Report Options window and your report. The arrow keys allow you to navigate
select your criteria again. through the search results within the report.
® uUsel P s wi > B g navigate to the first,
previous, next, or last page in the report.
E You have the following options for exporting your report
= @ Portable Document Format (.pdf)
DF This produces a nicely formatted
Exce B Excel Spreadsheet (.xls)
o This produces a spreadsheet that is compatible with versienf Excel prior to
CS\ Excel 2007.This is not common.
RTE @ Comma Separated (.csv)
This produces a spreadsheet wiout formatting, which can be useful for
XLSX uploading into other software.
B Rich Text Format (.rtf)
This produces a text file with minimal formatting, that can be edited further.
@ I'n most Cag XLSXExcel Spreadsheet (.xIsx)
use XLSXor Excel This produces a spreadsheet that is compatibleitl versions of Excel from
reports. Excel 2007 and after.This ismuch more commonthan .xls.

15
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4.3. Bulk Upload - Fenzae

TheBulk Upload feature alows users N—
with certain roles to update data on .
many projects at once by uploading a
single spreadsheet S

1. Click< Bulk Uploadin the Tools
Menu to navigate to theBulk
Upload Page.

7 OBEXa @

2. Populate a template withthe data You must use theproper template according to the type of data
you wish to use to update projects being uploaded(see tablebelowfor links).

In TXDOTCONNECT. Thetemplate must be saved as a .CSV file or the upload will not

be accepted.

The data types that can be updated in
this way, as well as the security roles
that can upload them, are shown at

Spreadsheet
Template

Data Type Security Role

right. Federal Project
Use the links in the table at Number Letting Management Bulk Upload
@ right to access the proper (Transportation Coordinator Template Folder
template for the data type you Project)
are uploading.
3. Select the desiredUpload Type Minute Order Number _
once on the Bulk Upload Page. (Transportation Lettlgg Management T %plg_al%
: : : oordinator emplate Folder
You will only be able to see the | Project Funding Line)
upload type(s) for whih you
have permission.
Letting Management Bulk Ugoad
Uplozd Type: Planning Targets Coordinator, Template Folder
| . UTP Coordinator
Federal Project Number
Planning Trges
STIP: FHWA Approval Date
) Bulk Upload
4. Click ™ to browse for the FHWA Approval Datel ~ STIP Coordinator Template Folder
correct file.

5. Select the desired Excel
spreadsheet saved as a .CSV file.

6. CIick to upload the file.
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https://txdot.sharepoint.com/sites/division-tpd/txdotconnect/Crossroad%20Docs%20Library/Forms/Group%20By.aspx?useFiltersInViewXml=1&FilterField1=Document_x0020_Type&FilterValue1=Bulk%20Upload%20Templates&FilterType1=Choice&FilterOp1=In
https://txdot.sharepoint.com/sites/division-tpd/txdotconnect/Crossroad%20Docs%20Library/Forms/Group%20By.aspx?useFiltersInViewXml=1&FilterField1=Document_x0020_Type&FilterValue1=Bulk%20Upload%20Templates&FilterType1=Choice&FilterOp1=In
https://txdot.sharepoint.com/sites/division-tpd/txdotconnect/Crossroad%20Docs%20Library/Forms/Group%20By.aspx?useFiltersInViewXml=1&FilterField1=Document_x0020_Type&FilterValue1=Bulk%20Upload%20Templates&FilterType1=Choice&FilterOp1=In
https://txdot.sharepoint.com/sites/division-tpd/txdotconnect/Crossroad%20Docs%20Library/Forms/Group%20By.aspx?useFiltersInViewXml=1&FilterField1=Document_x0020_Type&FilterValue1=Bulk%20Upload%20Templates&FilterType1=Choice&FilterOp1=In
https://txdot.sharepoint.com/sites/division-tpd/txdotconnect/Crossroad%20Docs%20Library/Forms/Group%20By.aspx?useFiltersInViewXml=1&FilterField1=Document_x0020_Type&FilterValue1=Bulk%20Upload%20Templates&FilterType1=Choice&FilterOp1=In
https://txdot.sharepoint.com/sites/division-tpd/txdotconnect/Crossroad%20Docs%20Library/Forms/Group%20By.aspx?useFiltersInViewXml=1&FilterField1=Document_x0020_Type&FilterValue1=Bulk%20Upload%20Templates&FilterType1=Choice&FilterOp1=In
https://txdot.sharepoint.com/sites/division-tpd/txdotconnect/Crossroad%20Docs%20Library/Forms/Group%20By.aspx?useFiltersInViewXml=1&FilterField1=Document_x0020_Type&FilterValue1=Bulk%20Upload%20Templates&FilterType1=Choice&FilterOp1=In
https://txdot.sharepoint.com/sites/division-tpd/txdotconnect/Crossroad%20Docs%20Library/Forms/Group%20By.aspx?useFiltersInViewXml=1&FilterField1=Document_x0020_Type&FilterValue1=Bulk%20Upload%20Templates&FilterType1=Choice&FilterOp1=In

TXDOTCONNECT will perform several
actions:

@ Checkthe format of the file and
dataandei t her di spl
Upl oad Successfu
error message.

Bulk Upload

@ File Upload Successful

Bulk Upload

© File failed to upload.
« Incorrect Minute Order file

Processing History

@ Update he File Processing Histgr uplesd T reame o paecf lead
® Sendan email notificationto the s S
individual Who uploaded the f||e Flanning Targets fulk_Uploads_Planing_Targets_Successful asv Kevin Le 047102019
Planning Targets Bulk_Uplaads_Planing_Targets_successful caw Kevin Le 04/10/2019
Flanning Targets Bulk_Uplaads_Flaning_Targets_successful cav Kevin Le
Planning Targets Bulk_Uploads_Planing_Targets_Successful csw Kevin Le 04/10/2019
4.4. PI’OfI|€ Profile
TheProfile page contains the following t = _—
information: o o ,
@ Contact Information & this e
information is populated from the 5
TxDOT Active Directory. |
Roles ¢ this lists the security role T 5
(or roles) you have been assigned. e
Supporting District(s) & the district .- PR T—

to which you are assigned. Division
staff may support multiple districts.

@ License Numberd this information
is populated from the TxDOT Active
Directory.

B Preferencesd you can adjust your
preferences forEmail Notifications
(on or off)

Click @ to save changes to
your preferences.

[ENTRERS

If you need toupdate your Profile information, including License
Numbers and Security Rolegontact TXDOTNOW (512) 302

HELP (4357)or open aTxDOTNow ticket
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5. Project Search

When you selecProject Search from the Top Menu Bar, you are taken to théroject Search page.

This page differs depending on whether you are a district or a division employaeif you have selected ROW vie\
on your Profile.

@ District staff will seeactive (not all) projects in ther district by default.
@ Division staff will see no projecs until they perform asearch.
@ ROW Viewallows you to search for and navigate directly to ROW information.

There are two parts on this page:

Project Search

@ TheSearchfeature et - woa» et - P e

Tojoct 1Dt Cantralling Projest 1D Cantral Sectin cal Praject Type Project Satibype District / Division Cousky Federal Praject Humbar

@ The Search Results

5.1. SearchFeature

To search for a specific project,

Praject Sustype District / Division County Federal Preject Kumber

1. Use theSelect drop-down menu
to select your search criteria.

2. Enter a search term.
3. Click C=D.

YourSearch Resultswill appear.

You can select up to three
search criteria and enter up

@ If no projects match you search criteria, you will sé¢lke message:
to three search terms.

©® No projects available to display for your search criteria.

@ Not finding what youdre |l ooking for? Remember

7

Is the project closed? SeledProject Statusin your Search Criterimandt y pCd ots e d . 6
Was the project created in DCIS? Seletoject Subtype n your Sear c hlLe@acyi & e
Is the project in a different district? SeledDistrict/Division in your Search Criteria and type the
districtds name.

[
[
[
@ Remember You can search by partiaghformationdt her e i s no need for a
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5.2. Search Results

Profectio 1 Controfing Project ID Cortew Secton €5 Project Trpe Project Ssbte District/ Division County Federad Praject Humiber Highmay Assigned To Project Status Praject Bage Frafect Clan e caton Lt Schestule Fiscal Vear Datn Created

@ Click a column header tssort search results by the data in that column. Click again to reverse the order.
@ Type into one or more of the column header fields filter search results by the data in that column

@ TxDOTCONNECT filtsrsur resultsas you typeto include onlysearch resuts that contain matching data.

@ If no projecs match you filter criteria, you will see the message: @ wowusiom

5.3. SearchResultsColumn Heades
Thecurrentlist of searchcolumn headersfor Project View appears below.

@ ProjectID @ District/Division @ Project Status *Only if used tosearch
@ Controlling Project ID @ County ® Project Stage @ Limits To

@ Control Section @ Federal Project Number @ Project Classification ® Limits From

B CsJ @ State Project Number @ Let Schedule Fiscal Year @ Estimated Let Date
@ Project Type ® Highway @ Date Created

@ Project Subtype @ Assigned To ® ROW CSJ

5.4. Select Project

@ Click a project once to highlight it.
@ Doubleclick a project to open it.

5.5. Create Project

Click(c===-) to create a new project.

Your ability to create a project and the types of projects yoan create depend on yourSecurity Role. You
can check your security role in your User Profile.

@ Project Manager - Initiate (District) can create all Project Types

@ Division Project Managers can only create NonlLet projects with someexceptions:
@ Project Manager - Design can create Construction projects.
@ Corridor Planning Coordinator (TPPEan createFeasibility Study projects
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6. Project Header

TheProject Headerappears at the
top of every Project page. It contains
critical, highHevel project information

The header contains the fields

described below:

Field Description
6.1. ProjectID The unique primary identifier. This field is populasehe first time the project is saved.
6.2. Project Name Unique name.Recommended format [Highway Number] [Limit From] [Limit To] or
[Year Seal Coat] [Highway]
6.3. Project Stage This indicates where the project is in its lifecycl&he possible valueslepend upon

the Project Type

Construction
Project Type

Initiate Indicates a project is in the conceptual stage. No funding is
assigned to the project.
Planning Indicates internal resources are working to develop the project
scope. No external vendors are assigned to the project
Preliminary Indicates preliminary studies for a project have begun, includin

Engineering (PE)

environmental, surveysgeotechnical studies, hydrologic/
hydraulic analysis, traffic studiesetc.

Plans,
Specifications , &
Estimates (PS&E)

Indicates resources are working on development and approval
of engineering plans, specifications and estimates in
preparation for lettirg.

Ready to Let

Indicates the project meets agency criteria for letting process.

Letting Indicates the project has been advertised for letting and is
progressing through the letting process.
Construction Indicates a project has been letawarded and is ready for

construction to begin

Maintenance

Indicates a project has been let, awarded and is ready for
maintenance to begin

Closed Indicates deliverables and final reconciliation processes are
complete for project
Canceled Indicatestermination of a project prior to its completion.
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